DEPARTMENT OF GENERAL SERVICES

RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL

_SCHEDULE

’

Schedule No. M3%8 .

Page 1 of &

Agency

City of Cambridge

Division/Unit
-Administration

Item
No.

Description

Retention

1A

18 .

1C

General Correspondence

Transitory Correspondence: Incoming and
outgoing correspondence related to matters
of short term interest. Transmittal
correspondence between individuals,
departments or external parties containing no
final contractual, financial or policy
information. This correspondence does not
impact agency functions. When resolved,
there is no further use or purpose.

| Administrative Correspondence: Incoming

and outgoing business-related
correspondence created during administering
agency functions and programs.
Administrative correspondence documents
work assigned, work accomplished,
transactions made, or actions taken. This
correspondence document the
implementation of agency functions rather

than the creation of functions or policies.

Business-related correspandence thatiis
essential to a core function of ancther series
should follow the retention period for that
series,

Executive Correspondence: Incoming and
outgoing nen-transitory, business-related
correspondence of the agency director.
These records document executive decisions
made regarding agency interests and provide
unique information relating to the functions,
policies, procedures or programs of an
agency.

Retain three (3) years or until administrative
need ends, whichever comes later, then
destray. '

Retain for three (3) years and then destroy.

Permanent. Retain for three (3) years and |
then transfer to Maryland State Archives.




3A

3B
3C

Public Information Act (“PIA") requests
{(formal requests submitted by citizens for
access to the City's public records)

Employee Psrsonnel Filgs — Includes
applications, resumes, health insurance
forms, injury reports, disciplinary action,
commendations, promgtions, awards, leave
records, training, doctor's notes,
correspondence related to worker's
compensation, and miscellaneous personnel
forms; relirement forms '

Employees without retirement benefits
Employees with retirement benefits

Applicants not selected for empldyment

Employees Time Sheets

Mesting Minutes of the City Council and the
City's Boards and Commissions

Public Meeting Notices; certificates of
publication for legal ads and public meetings
and hearings; meeting agendas

Recordings of Public Meetings, including
tapes.

Deeds, agreements, contracts, and leasss
hetween the City and various individuals/
entities, including all land records, records of
fee simple and right-of way acquisition, utility,
and miscellansous easements by the City.

- | Petitions for annexation with supporting and

background documents

Retain for thrae (3) years; then destroy.

Retain for ten (10} years after termination
date; then destroy.

Retain all records until notification of death,
then destroy.,

Retain for three {3) months from date
position filled; then destroy.

Retain for five (5) years, then destroy.
Permanent, Retain paper copies for five (5)
years from meeting date. Then scan to MSA
standards and destroy paper. Annually
transfer electronic records to MSA.
Permanent. Retain for five (5) years then
transfer to the MSA.

Retain for five (5) years then dastroy.

Permanent. Retain for five (5) years then
transfer to the MSA.

Permanent. Retain for five (5) years then
transfer to the MSA.




10

11

{2

13

C14A

14B

The City Charter and original Charter

. amandments, ordinances, and resolutions

passed or adopted by the City Council with
supporting and background documents, if
any

The City Code and amendments thereto,
consisting of the bound City Code book as
amended and supplemented throughout the
years ‘ '

Written opinions, memoranda, and
correspondence issued by the City Attorney

_} and litigation files invoiving t'he.Cily'

City Publications, newsletters; handbooks;
directories, various notices to the press and
public regarding current events

Zoning certificates, privgte and commercial

Zoning certificates, city owned

Permanent. Scan to MSA standards. Retain
paper copies for five (5) years, then transfer
.along with an electronic copy to the MSA.
Electronic copies shall be retained

1 permanently by the City.

Retain for five (5) years, then transfer every
three (3) years to the Maryland State
Archives.

Permanent. After completion df the case,
scan to MSA standards and destroy. Retain
electronic image for tive (5) years, then
transter to MSA,

Screen annually and destroy material no
longer needed for current business with the
following exception: Scan according to MSA
standards and transter to MSA for
permanent retention any material that
serves to document the origin,
development, and accomplishments of the
office and has continuing administrative,
fiscal, legal, or historical value.

Permanent. Scan to MSA standards. Retain
image for five (5) years; then transfer to .
MSA. Property owners shall be notified in
writing that they may claim the paper
documentis; otherwise, they will be
destroyed following transfer of electronic
records to the MSA. '

Scan to MSA standards and transfer image
to MSA five (5) years following project
completion. Paper copies shalf be retained

for reference purposes only.




15

16

17

18

19A

19B

20A

Subdivision Plats and Site Plans

Board of Appeals files

Request for Quotations/Invitations to Bid -
Includes bid spacifications, drawings,
advertisements, contract documents, and
associated documents

Property, Vehicle, and Heaith Insurance
Records Includes documentation and
correspondence relating to coverage

Worker's Compensation Records - includes
claims, incident reports, correspondence,
medical reports, invoices, and medical
authorization forms :

Medical Records - includes drug screening
results, injury reports, psychologicat and
physical examination resuits, doctors' notes,
and cotrespondence related to medications
taken by employees.

Municipal Utilities Commission Records

Public Works, water test results, water and
sewerage reports.

Approved plats are retained permanently in
the Circuit Court for Dorchester County,
Copies shall be retained in the City's files
for reference purposes only.

Permanent, Scan to MSA standards, retain
electronic image for five (5) years, and then
transfer to MSA. Paper shall remain in the
City's file for reference purposes only.

Scan paper to MSA standards; then
destroy. Retain electronic image in office for
ten (10) years after contract completion or
until audit requirements have been met,
whichever comes later, then destroy.

Retain for five (5) years and until audit
requiraments have been met and then
screen annually and destroy material having
no further legal, administrative, fiscal, or
operational value.

Retain until termination plus three (3) years,
then destroy. Records that document
exposure to materials with long-term health
effects shall be scanned according to MSA
standards, retained for ten (10) years, and
then destroyed,

(Same as 19A)

Retain for ten (10) years; then destroy.




20B

20C

21

22A

22B

22C

23

24

Public Notification Rule - Records of Public
Education for Lead ALE (40 CFR 141.91);
records of all lead and copper results,
including water quality parameters, water
sampling results, corrosion control
recommendations, and studiss.

Phase |, I, Il Rules-Disinfectant By-Product
(DBPR) monitoring plans (40-Code of
Federal Regulation (CFR)141.33(0)); Stage
Il DBPR monitoring plans and Water Analysis
for by-product rasults (40 CFR 141.629(b)

Code Enforcement Records - includes
general files, fines, citations, and municipal
infractions

Transoortation Records

Maps and names of streets

Vehicle maintenance records and statistics

Inventories of vehicles, vehicle parts,
equipment, and tools

Engineering Records'- Includes dfawings,
drafting records, and plats
v~ o

Election Records - includes election returns,

_| candidate petitions, voter registration

records, notices of elections, ballots (paper
and absentee), voting machine records, and
election worker records, and election results

Retain on premises for twelve (12) years or
per audit requirements, whichever is later;
then destroy.

Retain on premises for ten (10) years or per
audit requirements, whichever is later; then
destroy.

Retain for five (5) years after abatement of
the viclation; then destroy

Retain for ten (10) years then transfer every
3 years to the Maryland State Archives.

Retain for the life of the vehicle or
equipment and until audited; then destroy.

Retain for the life of the vehicle or
equipment and until audited; then destroy.

Retain final plans and as built keep
drawings in DPW for ten (10) years; then
review annually and destroy all preliminary

and obsolete plans.

The Dorchester County Board of Elections

1 are responsible for the elections of the

Mayor and the City Council members for the
City of Cambridge. They will oversee the
etection process-and the preservation of all
election records. When the board - . ,
determines that they no longer have need of
the records, they will transfer them to City




25 Ethics Forms — Includes financial disclosure
statements and lobbying disclosure
statements

2 Candidate reporis; campaign funding
documents, ali documents filed by
candidates

Hall. City Hall will retain the records for five
(5) years and then destroy them.

Retain for four (4) years and then destroy.

Retain for five (5) years and then transfer to
Maryland State Archives.

Schedule Approved by Department, Agency, | Schedule Authorized by State Archivist

or Division Representativ

Date ! /2; / ?}g 0’: 7 Date
Signature \‘M

12-16- 19

Typed Name Victoria Jackson-Staniéy Signature \ w ‘:&Rﬂ ’%J‘

Title Mayor
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Instructions —Type or Prinl a separate form for
each new or ravised record serigs. Forward
with Records Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Waterloo Read, P.O. Box 275

Jessup, Maryland 20784
410-788-1930

AGENC\.' RECORDS INVENTORY

pace 1

o, 3B

1. Deparlment/Agency
City of Cambridge
Cambridge, Maryland

2. Division

Administration.

3. Unit

-~

DEFINITION; RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as relention and disposition

purposes. :

4. Record Series Tille
General Correspondence

5. Earliest Year/lLatest Year
1935 . Present______

6. Record Series Description (Briefly describe the types of informationfdecumentsforms found in the serfes. Include tha purpose or funciion of the
series.) Transitory Correspondence to include incoming and outgoing correspondence related to matters of short-term
interest. Transmittal correspandence between individuals, departments or external parties containing no final
contractual, financial or policy information. This does not impact agency functions item # 1A

7. Revord Sares Formal(s) List ol

m‘duefsm O Microfim

Ml.agal sze [ Computer Tape
[ Audio Tape [ Fioppy Disk

O BoundBeok [ Video Tape

[%mr (spadly)_com uter_____

8. Record Seriea Sequence
E}‘nmuur

O rumedicar

68 Crvonaogia

[ Geuyraphicat

(] Other (specity} ______

9, Vatume
_12Boxes @ 1 Cu. Ft. each____

Number -

ﬁma Drawanla}

[0 Micrefm Reelis)
[J Computar Tape{s}
Oower spacity)____

10. Annual Accumutation

.3 Boxes__.
MNumbar

Qf{na Drawer(s)

[] Mirofim Renf(s)
[0 computar Tapa(s)
O Cther ¢apecity)_

11. fite Is Used

méauy_ méeaﬂy B/Mmmly . wnnually

12. File Bacomen Inactive ARer

- ...Retain 3 years or until administrative naad ends,

whichever comes later, then destroy___
Mumber 3 Meontnis} m’(ear(s)

13. Currem Locaticn(s) - {Bdg., Floor, Room)
City Hall & Department of Public Works 15! Floor

14.Is Recerd Serias Dupicated Elsewhera? (I yas, specify agency or office.)
[ Yes N

15. Accass Reslictiong,fif Yas, cits Lew{s) & Regutation|s)
[ Yes

18, Audit Requiremenls

[ Nore ﬁme [ Federal Sg‘l'ndependent

17. Is an Index Syatem usad? if yes, expain briefly and desciba raquirementa

es  [1noArchival Locator indexing system located
at City Hall and Dept.-of Public Works buildings. Entries
are by localion and topic.

18. Recommended Retention
Retain three (3) years or until administrative need ends,
whichever comes laier, then destroy.

19. Name and Til)f reparer

Records adement O

20. Telephone Number

r ’ 410-228-4020

21. Date

.n//é_ 020!?

DGS $50-4 {Rev, W93}




Instructions -Type ar Print a separate form for
each new or revised record series. Forward
with Records Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES

AGENCY RECORDS INVENTORY

RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275

Jessup, Maryland 20794
410-795-1930

PaGE __ 2 oF

1. Department/Agency
City of Cambridge
Cambridge Maryland

2. Division

Administration

3. Unit

puUrposes.

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as relention and disposition

4. Record Series Title

General Correspondence

__ 1995 to__ Present

5. Earliesl Year/Latest Year

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the
series.) Administrative Correspondence to include incoming and outgoing business-related correspondence created
during administering agency functions and programs. Administrative correspondence documents work assigned, work

accomplished, transaction made, or actions taken. Correspondence that is essential to a core function Item # 1B.

7. Record Series Format{s) List all

m{eller size  [J Microfitm
Megal Size [ Computer Tape
[ Audio Taspe [ Froppy Disk
[ eount Book ] Video Tape

%mer (specify) Com guter

8. Record Series Sequence 9, Volume

10 Boxes @ 1 Cu. Ft.each___

[J Aphabetical
Numbar
3 Numerical
File Crawer(s)
%mmgw [ Microfitm Reel(s)
O computer Tapes)
O Geographical (O Other (specity)

O Other (specify)

Number

Ml’ile Drawer(s)

3 Microfilm Reel(s)
[3 Camputer Tape(s)
[} Otner (specify)

10, Annual Accumulation

__2Boxes___

11. File is Used

m‘aily E(‘Vaekly drvlonlhh'

12. Filg Becomes Inaciive Afier

Mumber

ﬂnm,, __Retain for 3 years, then destroy____
’ [ month(s)

mear(s)

12. Current Lacatian{s} {Bldg.. Ftoor, Room)

City Hall 1= Floor

O ves

14. Is Record Serieéojwricaled Elsewhere? (If yes, specify agency or ofiice.)
Na

15. Access Resin’? {If Yes, cite Law(s) & Regulalion{s}
N

3 es

o

16. Audil Requiremenls

[ Nore [ﬁale [ Federar

Independenl

Yes

17. Is an Index Sysiem used? If yes, explain briefly and destribe requirements
[0 ne Archival Locator indexing system located
At the City Hall building. Entries are by location and topic.

18. Recommended Relention

Retain for three (3) years, then destroy.

19. Name and Title of Prghar,

| Records Management Officer

20. Telephone Number | 21. Date

410-228-4020

7 1//&«01‘?

DGS 550-4 {Rev. 1/93)




Instructions —Type or Print a separate form for
each new or revised record series. Forward
with Records Retention Schedule (OGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Waterlao Road, P.O. Box 275
Jessup, Maryland 20794

AGENCY RECORDS INVENTORY

PAGE _§ OF 36

410-79%-1930
1. Department/Agency 2. Division 3. Unit
City of Cambridge
Cambridge, Maryland Administration

purposes.

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as welt as retention and disposition

4. Record Series Title

General Correspondence ..

5. Earliest Year/Latest Year

1995 o Present

information relating to the functions Item # 1C.

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or funclion of the
series.) Executive Correspondence to include incoming and outgoing non-transitory, business-related correspondence of

the Agency Director. The document executive decisions made regarding agency interests and provide unigue

7. Record Series Format(s) List all

B(euer Size ] Microfilm

m{egal size [ Computer Tape
[ Audio Tape  [] Floppy Disk

[J Bound Book  [] video Tape

Eéler (seecity___Computer

8. Record Series Sequence
[0 Alphabetical

1 Numerical
%ranoiogical

O Geographicat

D Other {specify)

9. Volume

__10Boxes @ 1 Cu. Ft each__ _

Number

@ée Drawer(s)

[ Microfilm Reel(s)
[ Computer Tape(s)
[J Orther (specify)

10. Annual Accumulation

__2 Boxes___

Number

%& Drawer(s)

[ Mierofitm Reel{s)
[] Computer Tape(s)
I:] Other (specify)

11, Fila is Used

%&ily monlhiy m41ually

E4Veekly

12. File Bacomas inactive Afler

__Permanent. Retain for 3 years and then transfer to the

Maryland State Archives (MSA)___

Number

[ sonih(s) D(ear(s)

13, Curranl Localion(s) {Bldg., Fioar, Room}

City Hall 1% Floor

O Yes

14. Is Record Seri[?.lplicaled Elsewhere? (If yes, specify agency or office.)
Ni

[}

15. Access Reslriy (If Yes, cile Law(s} & Regulalion{s)
No

] ves

16, Audil Requirements

[ wone %Iale [ Federal El/ndependent

17. Is an jpdex System used? If yes, explain briefly and describe requirements
Ye

s [JwnoArchival Locator indexing system located
at the City Hall building. Entries are by location and topic,

18. Recommended Retention
Permanent. Retain for three (3) years and then transfer to the
Maryland State Archives (MSA).

19. Name and Title of

Records Management Offic

20. Telephane Number

410-228-4020

21. Date

7 /u /5{0;9

0GS 550-4 (Rev. 1/93)




instructions -Type or Print a separate form for
each new or revised record series. Forward
with Records Retention Schedule (OGS 550-1)

DEPARTMENT OF GENERAL SERVICES

AGENCY RECORDS INVENTORY

RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275

Jessup, Maryland 20794 pace 4
440-799-1930

1. Department/Agency
City of Cambridge
Cambridge, Maryland

2. Division 3. Unit

Administration

pUrposes.

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition

4. Record Series Title

Public Information Act (P1A)

8§, Earliest Year/Latest Year

1975 _to__Present

public records) ltem # 2.

6. Record Series Description (Briefly describe the lypes of information/documents/forms found in the series. Include the purpose or function of the

series.) Public information Act (PIA) to include requests (formal requests submitted by citizens for access to the City’s

7. Record Series Formal(s)  Lisl afl

|{elter Size [J Microfilm

O Legaisize [ Computer Tape
[ Audio Tape ] Floppy Disk

[ Bound Boak [ Video Tape

Eéer (specify)______COm uter

D Alphabelical

1 Numericat

mé'nrnno!ogfcal

[0 Geographical

[ Other (specify)

8, Record Series Sequence 4. Volume

3 Boxes @ 1Cu. Ft. each__

Number

%Ie Drawer(s) b}

D Microfilm Reel(s)
D Computer Tape(s)
[ Other {specity).

10. Annual Accumulation

_1/4 Box____

Number

|¥ile Drawer(s)

[ Micrafilm Reet(s)
[ computer Tapets)
[J Otner (specify),

11. File is Used

[ Daily O weeky %nn!hw %nnally

12. Fite Becomes Inaclive After

_ Retain for 3 years, then destroy
Number Omoatnsy  @earts)

13. Curren! Lecation(s)  (Bidg., Flaor, Room)

City Halt 1st Floor

14, Is Record Seriylplicated Elsewhera? (lf yes, specify agency or office.}
Na

D Yes

15. Access Reslriclions (If Yes, cile Law{s) & Regulalicn{s)
I B No

O ves

16. Audit Requiremenis

[J None méle [ Federal %ependem

17. Is an Index System used? If yes, explain briefly and describe requiremenis
es  [1neArchival Locator indexing system located
at the City Hall building. Entries are by location and tapic.

18. Recommended Retention

Retain for three (3) years, then destroy.

19, Name and Title of Pre|

Records Management Officer

20. Telephone Number 21. Date

410-228-4020

£GS 5304 (Rev. 143)




Instructions -Type or Print a separate form for
each new or revised record series. Forward
with Records Retention Schedule (OGS 550-1)

DEPARTMENT OF GENERAL SERVICES

AGENCY RECDRDS INVENTORY

RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275

Jessup, Maryland 20794 pase _ 5 or 36
410-799-1930
1. Department/Agency 2. Division 3. Unit
City of Cambridge
Cambridge, Maryland Administration

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition
purposes.

4. Record Series Title 5. Earliest Year/Latest Year

Employee Personnel Files __1960 to __Present '

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the
series.) Employee Personnel Files to include applications, resumes, health insurance forms, injury reports, disciplinary
actions, commendations, promotions, awards, leave records, training, doctor’s notes, miscellaneous personnel forms

for employees without retirement benefits ltem # 3A.

7. Record Sefies Formal(s) Lislall 8. Record Series Sequence 9. Volume
_20Boxes @1 Cu. Ft. each___
Letter Size D Micrefilm Alphabetical
Number
Legal Size [} Computer Tape [J Mumerical
File Drawer(s)
[J audio Tape [ Flappy Disk IB/Chronulogical [ Microfilm Reel(s)
D Compuier Tape(s)
[ Bound Book [ video Tape [ Geographical £ otner {specify)

[% ( o Computer DOlher (specify} 10. Annual Accumulation
er {speci —_
-1 Box
Number

%e Drawer(s)

[] Microfilm Reel(s)
[ Camputer Tape(s}
{7 Otner (speciy)

11, File is Used

mlaily

12. File Becomes Inactive After

IE/ IE/ _._Retain for 10 years after termination date, then
Manihty Annually
destroy_ '

[ Manth(s) Mear(s)

méeekly

13. Current Localien(s) {Bldg., Floar, Rgom)

City Hall 15! Floor

Number
14.1s Record Series Dyplicaled Elsewhere? (If yes, specify agency or office.}
lg‘ﬁo

T ves

16. Audil Requirements

DNnne Béale DFederaI %dependent

15. Access Restriy{lf Yes. cite Law(s) & Regulation(s)
N

O ves

5]

17. Is an Jadex System used? If yes, explain driefly and describe requirements 18. Recommended Retention

Y= [JneArchival Lacator indexing system located Retain for ten (10) years after termination date, then destroy.

at the City Hall building. Entries are by lecation and topic.

19. Name and Title o ar 20. Telephone Number | 21. Date

410-228-4020

Records Management Office

7 ///a?of‘f

0GS §50-4 {Rev. 1/93)



Instructions ~Type of Print a separate form for DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
each new or revised record series. Forward RECORDS MANAGEMENT DIVISION
with Records Retention Schedule (DGS 550-1) 7275 Waterloo Road, P.O. Box 275
Jessup, Marytand 20794 Pace__ 6 or 36
410-7949-1930
1. Department/Agency 2. Division 3. Unit
City of Cambridge
Cambridge, Maryland Administration

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition
purposes.

4. Record Series Title 5. Earliest Year/Latest Year

Employee Personnel Files _.1960 to __ Present

6. Record Series Description (Briefly describe the types of information/docurnents/forms found in the serigs. Include the purpose or function of the
series.) Employee Personnel Files to include applications, resumes, health insurance forms, injury reports, disciplinary
aclion, commendations, promaotions, awards, leave records, training, doctor’'s notes, correspondence refated o

worker's compensation and miscellaneous personnel forms for employees with retirement benefits Item # 3B.

7. Record Series Format(s) List all 8. Recard Serigs Seguence 9. volume
IE( _ _ @/ ‘ _B Boxes @ 1 Cu. Ft. each
etier Size D Micrafilm ‘Alphabetical '
Number
Leqal Size D Computer Tape D Numerical
Eﬁe Drawer{s}
D Audio Tape ] Floppy Disk [%hronological D Microfilm Reel(s)
[ Computer Tape(s)
E] Bournd Baok [ Video Tape [:] Geaographical [ Other (specify)
h : 10. Annual Accumulation
mél-her (specify). Cornguter L] Otner (specity)
_1/2 Box
Number
mée Drawer(s)
[ microfitm Reel(s)
[ cemputer Tape(s)
[0 other (specify)
11. File is Used 12. File Bacomes nactive After
) : __Retain all records until notification of death, then
[ oaily [] weekly Manthly Annually
destroy
Mumber (O month(s) @43«5)
13. Current Lecation(s} {Eldg., Floor, Room) 14. §s Record Seﬂ;%;oricaled Elsewhere? (i yes, specify agenty or office.)
City Hall 1%t Floor Oves °
15. Access Restrictions(if Yes, cite Law(s} & Regulatian{s) 16. Audil Requirements
] ves [Jr:
[ Nene mée [ Federa) m’ﬁiependenl
17. ;y!ex Systern used? If yes, explain briefly and describe requirements 18.. Recommended Retention
Yes  [JneAcchival Locator indexing system located Retain all records until notification of death, then destroy.
at the City Hall buitding. Entries are by location and topic.

20. Telephone Number | 21. ODate

19. Name and Title of ﬁ)‘;' er
. 72
A0 Aoz

Records Managemént Officer(/

7)1 faorg

410-228-4020

0GS §50-4 (Rev. 1/83)



Instructions ~Typs or Prinl a separaie form for
each new or revised record series. Farward
with Records Retention Schedule (DGS 550-1)

AGENCY RECORDS INVENTORY

DEPARTMENT OF GENERAL SERVICES
. RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.Q. Box 275

PAGE___F___oF __

Jassup, Maryland 20794 —
219 T91R0

- El

1. Departmani/Agancy 3.Unit

City of Cambridge
Cambridge, Maryland

2. Division

Administration

DEFINITION: RECORD SERIES: A group of related records nommally Tiled 2nd used as a unil for reference as well 8 relention and disposition
puposes. -

4. Record Series Tille 5. Earfiest Year/Latest Year

Employee Personnel Records 1980w ___ Present

6. Record Sertes Dascription (Briefly describa the types of information/documenis/forms found in the series. include the purpase or function of Ihe
series.) Employee Personne! Files to include applicalions, resumes, health insurance forms, injury reports, disciplinary -
action, commendations, promaotions, awards, feave records, training, doctor’'s ﬁotes, comrespondence related to
worker's compensation for applicants not selected for employment ltem # 3G

7. Racord Series Formals)  Llat ali 8. Record Sefes Saquance 9. Valume
(Coter size g w Y feshavetica .8 Boxes @ 1 Cu. Et. each___
Mmhar' '
ﬁans‘l Sz [ Computer Tapa [ Numesices .
m/F'ils Drawer(s}
O AudieTapa [ Floppy Disk @émmolomcal O microfim ReeXs)
[ Computer Tapeis)
[ BoundBoak  [7] video Tape [] seographica! (B
' ; 10. Annus! Accumutation
[ Omer tepecity)___ Computer__ [ Ower (specity)
N2 Box
Mumbar
[ﬂ‘ﬁle Crawsr(s)
O Micrafitm Reol(s)
{7} Compuner Tape(s}
[ Other apacity).
11. File s Used 12, Fite Becomes (nactive Afler
' . Retain for 3 months from date position filled, then
[0 peity O weeky m/Mﬂﬂﬂ“r m{ﬂmﬂ’" - P
destroy_
Number Gémh(a) O veerts -
13. Cunent Location(s)  (Bidg., Floor, Room) 14. ts Record Series D ed Elsewhera? (M yos, spacify agancy or office.}

City Hall 1st Floor [ Yes

15. Auda Regquirements

" ’ . [ Nare Q/Slala 1 FPederat mﬁ;mﬂm

15, Access Rutrimz {if Yoa, cite Lew{a} & Regulation(s)

] ves

17, 13 an dex Sysiem used? If yas, explain riefly and descrite requirements

[ ne Archival Locator indexing system located

18. Recommended Relention

{

Yas

Retain ior- three {3) months from dated position filled, then

at the City Hall building. Entries are by location and lopic. destroy.

19. Name and Tj

20. Telephone Number | 21. Date

/1 /5/20/9

410-228-4020

DGS 550-4 (Rev. 1/93)




Instructions -Type or Print a separate form for
each new or revised record series. Forward
with Records Retention Schedule {DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Watertoo Road, P.O. Box 275

Jessup, Maryland 20794 Pace_ 8 or 36
410-789-1530

AGENCY RECORDS INVENTORY

1. Department/Agency 2. Division
City of Cambridge
Cambridge, Maryland

Administration

3. Unit

pUrpPOSes.

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition

4, Record Series Title

Employee’s Time Sheets

5. Earliesl Year/tatles! Year

__ 1975 to__ Present

series.) Employee’s Time Sheets ltem # 4.

6. Record Series Description (Briefly describe the types of information/documentsforms found in the series. Include the purpose or funciion of the

7. Record Series Formal{s) Lisl all 8. Record Series Sequence 9. Velume
IB/ , , [il/ _ _25Boxes @ 1 Cu. Ft. each___
Letter Size  [] Microfitm ‘Atphabeticat

Number

[JLeaaiSize  [J Computer Tape 1 Numerical
ile Drawer(s)

[ Audio Tape ] Floppy Disk Iﬁonological [ microfitm Reel(s}

[3 Computer Tape(s)
[] Baund Bock ] Videa Tape (] Geographicat (3 Other {specify)

Oth 10. Annual Accumulation

Eéwr peaity_____Computer [ Other (specity)

_...3 Boxes

Number

%Jrawer(s)

[ Micrafitm Reel{s)
[ Compuler Tape(s)
{7 Other (specify)

11. File is Used

O Daiwy méekly |{Monlhly [ﬂﬁnuaﬂy

12. File Becomes Inaclive After

__Retain for 5 years, then destroy___
Number [ manin(s) mear(sj

13. Current Location(s) (Btdg.. Floor, Room)

City Hall 15! Floor

14, Is Record Series Dyplicaled Elsewhare? (If yes. specify agency or office.)
O ves No

15. Access Reslricliun;,(li Yes, cile Law(s) & Regulation(s)
No

O ves

16, Audil Requirements

None State Federal Independent
P

17. Is an Jndex System used? If ys, explain briefly and describe requirements
¥

es  [1na Archival Locator indexing system located

at the City Hall building. Entries are by location and topic.

18. Recommended Retention

Retain for five (5) years, then destroy.

19. Name and Title of Pre|

Records Manageimént'Officer

410-228-4020

20. Telephone Number | 21. Date

700 a0

DGS 550-4 (Rev. 1/93)




Instructions -Type or Print a separate form for
each new or revised record series. Forward
with Records Retention Schedule {DGS 550-1)

AGENCY RECORDS INVENTORY

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275

Jessup, Maryland 20794 Prce 9
410-799-1930

1. Department/Agency

City of Cambridge

2. Division 3. Unit

Administration :

OF ﬁg@_

Cambridge, Maryland

pUIPOSES.

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit far reference as well as retention and disposition

4. Record Series Title

and Commissions

Meeting Minutes of the City Council and the City’s Boards

5. Earliest Year/Latest Year

__ 1980 to__ Present

6. Record Series Description (Briefly describe the types of information/documentsfforms found in the series. Include the purpose or function of the

series.) Meeting Minutes of the City Council and the City’s Boards and Commissions ltem # 5.

7. Record Series Formal(s) List als

%ller size  [J Microfilm

@’{gal Size  [] Computer Tape
O audio Tape [ Floppy Disk
[J Bound Book [ Videa Tape

Bﬁr’ler [specify) Computer

[ Alphabelicas
1 Numerical
mérunological
[ Geographical

O other (specity)

8. Record Series Seguence 9. Volume

__ 7 Boxes @ 1 Cu. Ft. each___

Number

[Zéorawer(s]

3 Microfilm Reel(s)
D Camputer Tape(s)
[ Other (specify)

10. Annual Accumuialion

__ 34 Box____

Number

Eé Orawer(s)

[ Microfiim Reel(s)
[ Computer Tape(s)
[ Other (specity)

11. File is Used

B/Monlhly %ualﬁy

[ Daily [ weewy

12. Fite Becomes Inaclive Afler

__Permanent. Retain paper copies for S years from

meeting date. Then scan to MSA standards and destroy

paper. Annually transfer elegtronic records to MSA
Number 3 Manin(s) Mear{s)

13. Currenl Laocatian(s) (Btdg., Floor, Room}

City Hal! 1t Floor

14. 15 Record Series Dupk€aled Elsewhere? (If yes, specify agency ar office.}
a Yes o

15. Access Reslrity\f Yes, cile Law(s) & Regulation(s)
Na

O Yes

16. Audil Requirements

[ None DA [ Federal Qﬂépendent

17. Is an Index Syslem used? If yas, explain triefly and descnbe requirements

es  []wno Archival Locator indexing system localed

at the City Hall building. Entries are by location and topic.

18. Recommended Retention
Permanent. Retain paper copies for five {5) years from
meeting date. Then scan to MSA standards and destroy -

paper. Annually transfer electronic records to MSA.

19. Name and Title of Prepar

Records Management Officer

20. Telephone Number | 21. Date
7ot

410-228-4020

OGS 3504 (Rev. 1/93)




Instructions -Type or Print a separate form for
each new or revised record series. Forward
with Records Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Waterloa Road, P.O. Box 275

Jessup, Maryland 20794
410-789-1830

AGENCY RECORDS INVENTORY

pe_10___or 36

1. Depaniment/Agency 2. Division
City of Cambridge
Cambridge, Maryland

Administration

3. Unit

purposes.

DEFINITION: RECORD SERIES: A group of retated records normally filed and used as a unit for reference as well as retention and disposition

4. Record Series Title

Public Meeting Notices

5. Earliest Year/Latest Year

1995 o Present

meeting agendas ltem # &.

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or funclion of the

series.) Public Meeting Notices to include certificates of publication for legal ads and public meetings and hearings,

7. Record Series Formal(s)  Listat

Bﬁer Size [ Microfilm

Eﬁer (specify) ComEUter

[ Alphabetical

%nological

D Legal Size D Computer Tape D Numencal
[J Audio Tape  [] Flappy Disk
[] Bound Bock [ Video Tape

] Geegraphical

{0 Other ispecify)

8. Record Series Sequence 9. Vaolume

__4Boxes @ 1 Cu. Ft. each___

Number

Mnrawer(s)

] Microfilm Reel(s)
[J Computer Tapeis)
[ Other (specify)

10. Anaual Accumulation

__1Box___

Number

% Ocawer(s)

[ Microfilm Reel(s)
[J Computer Tape(s)
[] Otner (specity)

11. File is Used

[ Daity %&kly %nlhly %ﬂualty

12. File Becomes Inaclive ARer

__Permanent. Retain for 5 years then transfer to
MSA

Number [ aonih(s) Béar{s)

13, Currenl Location(s})  (Bldg., Floer, Room)

City Hall 1=t Floor

14. Is Record Series Dyfilicated Elsewhere? (If yes, specify agency or office.)
{0 Yes No

15. Access RestricliongAlf Yes, cile Law(s} & Regutalion{s)
[ ves No

16, Audit Requirements

[ Nene E@ne [ Federal %apenden!

17, Is an Index System used? ([ yes, axplain briefly and describe requiremenis

ves  {OnoArchival Locator indexing system located
at the City Hall building. Entries are by location and topic.

18. Recommended Retention
Permanent. Retain for five {5) years then transfer to the
Maryland State Archives (MSA).

19. Name and Title of Ppépajer

Records Managament Officer

20. Telephone Number | 21. Date

410-228-4020

?/// 2019

DGS 5504 {Rev. 1/83)




—

Instructions ~Type or Print a separate form for DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY

each new or revised record seiies. Forward RECORDS MANAGEMENT DIVISION
with Records Retention Schedule (DGS 550-1) 7275 Waterloo Road, P.O. Box 275
Jessup, Maryland 20794 pace__11__or .36
490-799-1930
1. Department/Agency 2. Division 3. Unit
City of Cambridge
Cambridge, Maryland Administration

DEFINITION; RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and dispasition
purposes. :

4. Record Series Title 5. Earliest Year/Latest Year
Recordings of Public Meetings 1995 to __Present

:

6. Record Series Description (Briefly describe the types of informationfdocumentsiforms found in the series. Include the purpose or funclion of the

series.) Recordings of Public Meetings to include tapes item # 7.

7. Record Series Formal(s) List ali 8. Record Series Sequence 9. Velume
3 Boxes @ 1 Cu. Ft. each
%er Size  [J Microfim 3 asphabetical - @
Number
[ Legal Size ] Computer Tape 1 Numerical
ile Drawer(s)

Bﬁ/udin Tape  [] Floppy Disk Bégndogi:ag [0 ticrofim Reel(s)

D Computer Tape(s)

[0 Bound Book [ Video Tape [0 Geographica 3 othex {specity)

[ Other {specify) [ Other (specify} 10. Annual Accumulalion
_12Box
Number

ile Drawer(s)
{0 Microfilm Reel{s)
O computer Tape(s)

[ Other {specity)
11. File is Usad ' 12. File Becomes tnaclive After
Retain for 5 years, then destro
[ paily Q@eﬂy Qﬁanwy E{nnuaﬂy — y ! 20y
Number [ Month(s) B{ear(s)
13, Currenl Localion{s) (Bldg., Floor, Room) . 14. Is Record Series Dupjicaled Elsewhere? (If yes, specify agency or office.)
. Y |M
City Hall 1st Flgor L] ves °
15. Access Restriclions {H Yes, cite Law(s) & Regulalion(s) 16. Audit Requirements
[ ves MO
[ nene Wé‘e O Federal Wn/dependent
17. Is an Ipdex System used? f yes, explain briefly and describe requirements 18. Recommended Retention
ves  []wna Archival Locator indexing system located Retain for five (5) years, then destroy.
at the City Hall building. Entries are by location and fopic.

19. Name and Title of P 20. Telephone Number | 21. Date

410-228-4020 7//} / 9'10/ 7

Records Managem

DGS 550-4 (Rev. 1/93)



Instructions -Type or Print a separate form for
each new or revised record series. Forward
with Receords Retention Schedule (DGS 550-1)

DEPARTMENT QF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Walerloo Road, P.O. Box 275

AGENCY RECORDS INVENTORY

Jessup, Marytand 207394 pace_. 12 or 36
410-799-1930
1. Department/Agency 2. Division 3. Unit
City of Cambridge
Cambridge, Maryland Administration

DEFINITION: RECORD SERIES; A group of related records normally filed and used as a unit for reference as well as retention and disposition

pUrposes.

4. Record Series Title

Deeds, Agreements and Contracts

5. Earliest Year/Latest Year

_ 1970 to _ Present

Item # 8.

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the
seties.) Deeds, Agreements and Contracts to include leases between the City and various individuals/entities, including

all Land Records, records of fee simple and Right-of-Way acquisition, utility and miscellaneous easements by the City

7. Record Series Format(s} Lisl all
Melter Size D Microfilm
BL{gal Size  [[] Camputer Tape

[ Audio Tape  [] Floppy Disk

[1Baund Back [ video Tape

E@ (speciy__Computer_____

8. Record Series Sequence

ﬁphabelica(
EN/umerical
Bélronolngical

[ Geographical

[ otner (specify}

9. Volume

7 Boxes @ 1 Cu. Ft. each____

Number

Bﬁe Drawer(s) ’

[ Micrafim Real(s)
[ Computer Tape(s)
[ Other (spexify)

10. Annual Accumulation

_1Box___

Nurnber

%Drawer(s)

[ Microfilm Reel{s)
[0 Computer Tape(s}
D Other (specify)

11, File is Used

O oany m‘(ekly [E/Mumhly Eﬁaldy

12. Fite Becames Inaclive After

__Permanent. Retain for 5 years, then transfer to the

Maryland State Archives (MSA)_
Number [] Manthis) B{ear(s)

13. Currenl Logation(s) {Btdg., Floor, Room}

City Hall 1¢t Floor

[ ves

14, Is Recard Serign}plicated Elsewhere? (If yes, specify agency or office.)
'Na

15. Access RestrictionsAIf Yes, cie Law(s) & Regulalion(s})
AN

[ Yes

o

16, Audil Requirements

[ None State [] Federat E{dependent

17. 15 an |pflex Syslem used? If yas, explain briefly and describe requirements
Ye

s [OweArchival Locator indexing system located

at the City Hall buitding. Entries are by lecation and topic.

18. Recammended Relention
Permanent. Retain for five (5) years, then transfer to the
Maryland State Archives (MSA).

19. Name and Title of Pgepater

Records Management Officer

20, Telephone Number

410-228-4020

- ) o

DGS 530-4 {Rev, 1/93)




Instructions -Type or Print a separate form for
each new or revised record series. Forward
wilh Records Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Watedoo Road, P.O. Box 275

AGENCY RECORDS INVENTORY

Jessup, Maryland 20794
410-799-1930

1. Department/Agency 2. Division 3. Unit

City of Cambridge

Cambridge, Maryland Administration

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition
purposes.

4, Record Series Title 5. Earliest Year/Latest Year

Petitions for Annexation _1995 to ___ Present

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the

series.) Petitions for Annexation to include supporting and background documents Iltem # 9.

7. Recard Series Farmat{s) List all B. Record Series Sequence 9. Volume
' 2 Boxes @ 1 Cu. Ft. each
[%tier Size [ Microfim O aiphabelical - @
Number
[OJiegaiSize [ Compuler Tapse {0 Numerical
Bﬁe Drawer(s)
[ Audic Tape  [J Floppy Disk Qéuonological [ Microfim Reel(s)
[ Computer Tape(s)
[ eound Baok [ viden Tape [ Geographical [0 Otner gspecify),

10. Annuval Accumulation

_1/3 Box

Number

Bée Drawer(s}

[ Microfilm Reel{s)
[ camputer Tape(s}
[ Other (specify)

[ Other {specify)

%EI (specify) Computer

11. File is Used 12. File Becomes Inactive Afler

__Permanent. Retain for § years, then transfer to the

Maryland State Archives (MSA)__
[ month(s) E/Year(s]

gm‘tonmly Bﬁnuaﬂy

[ oaity

O weekiy

Number

13. Current Localion(s) (BKg.. Flaor, Raom)

City Hall 1st Floor

14.1s Recard Series Dyyplicaled Elsewhare? (i yes, specify agency or office.}
|2Nu

[ ves

165, Audil Requirements

[ Nane m/ﬁle (1 Federal [Déependent

15. Access RestrictionsIf Yes, cite Law(s} & Regulation(s}
[ Yes No

17. Is an Index System used? If yes, explain briefly and describe requirements
ﬁés

at the City Hall building. Entries are by location and topic,

18. Recommended Retention

(e Archival Locator indexing system located Permanent. Retain for five (§) years, then transfer to the

Maryland State Archives (MSA).

19. Name and Tille of Pre 20. Telephone Number | 21. Date

7 /(/J,o/?

410-228-4020

Records Management Officer

OGS 550-4 (Rov. 1/199)



Instructions —Type of Print a separate form for
each new or revised record series. Forward
with Records Retention Schedule {DGS 550-1)

DEPARTMENT OF GENERAL SERVICES

AGENCY RECORDS INVENTORY

RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275

race __ 14 oF

Jessup, Maryland 20794
410-799.1330

1. Department/Agency
City of Cambridge
Cambridge, Maryland

2. Division

Administration

3. Unit

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unil for reference as weft as retention and disposition

pUrposes.
4. Record Series Title 5. Earliest Year/Latest Year
City Charter __ 1970 to __Present

6. Record Series Description (Briefly describe the types of information/documentsiforms found in the series. include the purpose or funclion of the
series.) City Charter to include original Charter Amendments, Ordinances, and Resolutions passed or adopted by the

City Council with supporting and background documents, if any ltem # 10.

7. Record Series Formal(s] List all

méer Size [ Microfim
Bégal Size [ Computer Tape

D Audio Tape D Flappy Disk

[J Bound Book [ Video Tape

E{mer {specify) Computer

8. Record Series Sequence

[ alphatetical

%meﬁcal
ﬁhrnnulugical

{1 Geagraphical

] oOther (specify)

9. Volume

10 Boxes @ 1 Cu. Ft. each____

Number

[ﬁe Drawer(s}

] microfim Reel(s)
O cemputer Tape(s)
[ Other (specity)

10. Annual Accumulation

_1/2Box____

Number

E{k Drawer{s)

] Microfitm Reel(s)
[1 Computer Tapets)
] Ciher {specify),

11. File is Used

Ooaiy = []weekiy wmhly

12. File Becomes Inactive After

IEI{H nualty ‘ __Permanent. Scan to MSA standards. Retain paper

copies for 5 years, transfer along with electronic copy to

MSA. Electronic copy be retained by the City

Number

B(ear{s)

O Moninis

13. Current Lecation(s)

City Hal! 1=t Floor

{Bldg., Fioor, Room)

O es

14 Is Record Seri[e;D)pﬁi:med Elsewhere? (/i yes. specily agency or office.)
No

15. Access Reslriction;/(l! Yes. cite Law(s) & Regulation(s)
Na

D Yes

16. Audit Requirements

O Nene E}éa 3 Federal w{ependenl

17. Is an Ipdex System used? If yes, explain briefly and describe requirements
m/% O ~e Archival Locator indexing system located

at the City Hall building. Entries are by location and topic.

18. Recommended Retention

Permanent. Scan to MSA standards. Retain paper copies for
five (5) years, then transfer along with an electronic copy to the
MSA. Electronic copies to be retained by the City.

19. Name and Title of Prep3

Record Management Officer

20. Telephone Number

410-228-4020

o o

DGS 55044 (Rev, 1483}




Instructions -Type or Print a separate form for
each new or revised record series. Forward
with Records Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES

AGENCY RECORDS INVENTORY

RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275

Jessup, Maryland 20794
410-799-1930

pace __ 19,

1. Depantment/Agency
City of Cambridge
Cambridge, Maryland

2. Division 3. Unit

Administration

purposes.

DEFINITION: RECORD SERIES: A group of related recards normally filed and used as a unit for reference as well as retention and disposition

4. Record Series Title

City Code

5. Earliest Year/Latest Year

1980w Present

throughaout the years ltem # 11,

6. Recard Series Description (Briefly describe the types of information/documentsfforms found in the series. Include the purpose or function of the

serles.) City Code to include Amendments consisting of the bound City Code book as amended and supplemented

7. Recerd Series Format{s} List all

Eéuer Size [ Microfim

OtegalSize [ Computer Tape

O Audio Tape  [J Floppy Disk
p

ound Book [ Video Tape

%&r (specity)___Computer

O Alphabetical

Mmerical
%rﬂnolngi:al

D Geographical

O other (specify}

8. Record Series Sequence 9. Volume

15 Boxes @ 1 Cu. Ft. each___

Number

%ﬂrawer{s)

[ Microfim Reelis)
[ Computer Tape(s)
D Other (specify}

10. Annual Accumulation

_1Box___

Number

ﬁ Drawer(s)

O microfilm Reel(s)
[ Computer Tape(s)
[ Other (specify)

11, File is Used

ally E{Veekhf %mly %uaﬂy

12. File Becomes Inaclive After

State Archives (MSA)___

Number [ Monthis) ear(s}
2z

Permanent. Transfer every 3 years to the Maryland

13, Current Location(s) (Bidg., Flaor, Reom)

City Hall 1st Floor

14. |5 Record Se:i;?(cated Elsewhere? (If yes, specify agency or office.)
[ ves o

15. Access Reslriy (If Yes, cite Law{s) & Regulatian(s}
No

3 ves

16. Audit Reguirements

[ Nene State [ Federa ﬂdEpendenl

17. s an Index System used? If yes, expiain brielly and describe requirements

ves [ neArchival Locator indexing system located

at the City Hall building. Entries are by location and topic.

18. Recommended Retention
Permanent. Transfer every three {3) years to the Maryland
State Archives (MSA).

19. Name and Title of Prep

Records Manag

20. Telephone Number | 21. Date

410-228-4020

1)1 o

OGS 550-4 (Rev. 1/33)




Instructions -Type or Print a separate form for
each new or revised record series. Forward
with Records Retention Schedule {DGS 550-1)

DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY

RECORDS MANAGE.MENT DIVISION
7275 Waterloo Road, P.O. Box 275

Jessup, Maryland 20794 pace 16 or_ 36
410-799-1930
1. Deparntment/Agency 2. Division 3. Unit
City of Cambridge
Cambridge, Maryland Administration

purposes.

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition

4. Record Series Title

Written Opinions

5. Earlies! Year/Latest Year

_ 1990 1o Present

involving the City ltem # 12.

6. Record Series Description (Briefly describe the types of informationfdocumentsfforms found in the series. Include the purpose or function of the

series.) Written Opinions to include memoranda and correspondence issued by the City Attorney and Litigation files

7. Record Series Format(s) List al 8. Recard Series Sequence 9. Volume
2 Box u. Ft. h
Qﬁr Size [ Microfim [ Alphabetical - OXES @ 1C teach
Number
QL/egal Size [ Computer Tape [3 wumerical
ite Drawer(s)
O Audic Tape [ Floppy Disk %hmnulngical [ Microfilm Rel(s)
[0 camputer Tape(s)
[0 Bound Book  [] video Tape [ Gesgraphical O Otner (specify)
h | 10. Anawal Accumautation
E@\er tspecify)_COm uter CJ Other (specity)
113 Box
Number
@{Ieorawer{s)
D Microfilm Reel(s)
] Computer Tape(s)
7] Other {specify)
11, File is Used 12. File Becomes Inactive After
_ B/ IE/ _Permanent. After completion of the case, scan to MSA
[ Daity ] weekly Manthly Annually

standards and destroy, retain electronic image for 5

years, then transfer to MSA, except attorney-client

City Hall 15t Floor

Number [ Month(s) Q(ear(s]
13, Current Location(s)  (Bldg., Floor, Roem) 14, Is Recard Series Dyplicaled Etsewhere? {If yes, specify agency or office.)
L__I Yes No

15. Access Resiricliony/(If Yes, cile Law(s) & Regulalion(s)

16. Audil Requiremnenls

m/‘fes (1 ne Archival Locator indexing system located

at the City Hall building. Entries are by location and topic.

O Yes No
[ Nose State [ ] Federal Independent
17. Is an Index System used? If yes, explain briefly and describe requirements 18. Recommended Retention

Permanent, After completion of the case, scan to MSA
standards and destroy, retain electronic image for five {5)

years, then transfer to MSA, except for privileged atiorney-

client communications.

19. Name and Tille of Pre

20. Telephone Number | 21. Date

7/)//,20/7

OGS 550-4 (Rev. 183)




Instructions -Type or Print a separate form for
each new or revised record series. Forward
with Records Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Walerloo Read, P.O. Box 275

Jessip, Maryland 20794 hLE At
410-799-1330

AGENCY RECORDS INVENTORY

1. Department/Agency 2. Division _
City of Cambridge
Cambridge, Maryland

Administration

3. Unit

purposes.

DEFINITION: RECORD SERIES: A group of related records normaliy filed and used as a unit for reference as well as retention and disposition

4. Record Series Title

City Publications

5. Earliest Year/Lalest Year

_ 1997 to __ Present

current events ltem # 13.

6. Record Series Description {Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the

series.) City Publications to include newsletters, handbooks, directories, various notices to the press and pubiic regarding

7. Record Series Format(s) Lisl all

méer Size O Microfitm

[ Audio Tape  [] Fiappy Disk

ﬁund Book [] video Tape
D&ter (specify},

Computer.

[C] Atphabetical
OiegalSize [ Computer Tape [ Numerical
Dc/hronological
[ Geographical

[ Other (specify)

8. Record Series Sequence 9. Volume

—2Boxes @ 1 Cu. Ft. each___

Number

méDrawer(s)

[ Mizrafilm Reel(s)
O computer Tapels}
[ Cinher (specify)

10, Annual Accumulation

_1/4Box___

Number

%rawer[s)

[ Microfiim Reels)
[} Computer Tape(s)
[ Other (specity}

11. Fite is Used

Eéﬂthly %ually

O paily O weekly

12. File Becomes Inacliva After

_Screen annually and destroy material no longer

needed. Scan according to MSA standards and transfer

to MSA any material this is figcal, legal, historical value
Number [ Monih(s) Mar{s]

13. Current Lacalion(s} {Bldg.. Ftoor, Raom)

City Hall 1st Floor

14. Is Record Seﬁ;ﬁ}pﬁcaled Elsewhere? (Il yes, specity agency or office.)
No

[ ves

15. Access Restriclions (i Yes, cile Law(s) & Regulation{s}
[ ves o

16. Audil Requiremenis

] Mone ﬁlale [] Federal %ﬂepenﬂsnl

17. Is an Index System used? If yes, explain brigfly and describe requirements

es [ noArchival Locator indexing system located

at the City Hall building. Entries are by location and topic.

18. Recommended Relention

Screen annually and destroy material no longer needed for
current business. Scan according to MSA standards and
transfer to MSA for retention any material that has fiscal, legal
or historical value.

19. Name and Title of Pn

Records Management Officer

410-228-4020

20. Telephone Number | 21. Date

7)ol q

DGS 5504 {Rov. 1/93)




Instructions -Type or Print a separate form for
each new or revised record series. Farward
wilh Records Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Watetco Road, P.Q. Box 275

AGENCY RECORDS INVENTORY

Jessup, Maryland 20794 Prce__ 18 or 36
' 410:799.1830
1. Depariment/Agency 2. Division 3. Unit
City of Cambridge
Cambridge, Maryland Administration

pUpOsES.

DEFINITION: RECORD SERIES: A group of relaled records normally fied and used as a urit for reference as well a6 relention and disposition

4. Record Series Title _
Zoning certificates, private and commercial

5. Earliest Year/l.atest Year

_,_1.980 to___Present

series.) Zoning certificates, private and commercial item 14A.

6. Record Series Description (Briefly describe the fypes of informationfdocumentsiforms found in the series. Include the purpose or function of the

7. Record Sarias Farmat{s} Liat all

Bﬁuersne [0 mivetim
mnl Siza  [JComputer Tope

O avdioTape [ Floppy Disk

O sound Boex [} video Tape

m{)mer Ispecﬂy)wcomgutel'“___._

8. Record Serios Sequenca

[ Alphabatics)

mumu rical
m/cmunowgkal

[ Geographical

[J Other (specity)

9, volume | .
14 Boxes @ 1 Cu. Ft. each___

Number

V A Mllaﬂrmﬁs)

[ Mcrofim Resi(s)
[ Computer Taps(s)
[ Other {opecify)..

10, Arnual Accumulation

.2 Boxes
Number

Eéla Drawer(s)

O MmicreRim Reni(s)
[ computar Tapa{s)
[7 Other (specity)

1%, Filg is Usad

m{*ﬂeklv E/ Manthly E/Nmuaﬂy

[ Daity

12. File Bocamaes thactive Alter

..Permanent. Scan to MSA standards._ Retain image

for § years; then transfer to MSA. Property owners will

be notified they can claim paper, if not, will destroy____
Mumbar CJMontisy  [@¥earts)

13. Current Localion(s)  (Bidg., Floor, Room)

Department of Public Works 27 Floor

14. 13 Record Serias Duplicated Elsewhere? (If yes, specify sgoncy or office.)
[ ves Nao

16. Ascesa Restridionf (M Yas, cite Law(s) & Ragulakon|s)

{1 Yes 3

6. Audit Requiremanis

O wone {7k B Federat @‘E;apamn\

17. 12 an tndax System used? If yas, explain beiafly 8nd dascribe requiremanls

" qﬂea [ ~e Archival Locator indexing system located
al the Depl. of Public works building. Entries are by
location and topic.

18. Recommended Retention

Pem';aneni. Scan to MSA standards. Retain images for five (5}
years; then transfer to MSA. Property owners shall be notified
in writing that they may ¢laim the paper, otherwise, the will be
destroyed fullowiné transfer of electronic records to MSA.

19. Nan;n(d&ez Preparer
Records®Management Offigor

20. Telephone Number

410-228-4020

21.Dale

( fg’/ﬂo’?

0GS 5504 (Rev. W93)


http://41fJ.799.19M
http://41fJ.799.19M

Insiructions ~Typs or Print a separate form for
each new or revised record serles, Forward
with Records Retention Schedula (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECCORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275

Jessup, Maryland 20784
410-799-1330

AGENCY RECORDE INVENTORY

pace 19 or

_ 36

. Deparimeni/Agency 2. Division

City of Cambridge -
Cambridge, Maryland

Administration

3. Unit

pUIPOSeS.

DEFINITION: RECORD §ERiES: A group of related records normally filed and used as a unit for referance as well as relention and disposition

4, Recard Serles Tille
Zoning certificates, city owned

5. Earliest YearfLalesl Year

1980 to___Present

series.) Zoning certificates, city owned ltem 148.

6. Record Series Description (Briefly describe the types of information/documantstforms found in the series. Include Ihe purpose of function of the

7. Racord Serfes Formal(s) Lisi alf

(Déarﬁlm_ O Microfim

Q(egnl Size D Computer Tape

[ goundBoox [ Video Taps

: saém wpecity)___Computer

8. Record Sories Soquence
[ alphabetical
Eﬂ‘(wneﬁcal
L1

[ Audio Tepe  [] Floppy Disk mélvnmlogm
[} Geogrephical

O Other tspocityy ___

9. Voluma

.12 Boxes @ 1 Cu. Ft. each____

Numbser

@/M Drawer(s)

[ Microfilm Rewi(s}
O Computer Tapas)
0 otmer (spoeify), e

10. Annual Accumidation

. 1Box__..
Number

[ﬂés Drawerls)

[ Microfitm Resis)
[ Cemputer Tapo(s)
[ Othar (spectfy),

11. Fde [aUsed

O sy Bém ({ Vonby [ Annuety

. 12. File Becames Innctive Afiler

-—-3can fo MSA standards and transfer image to MSA 5

years following project completion. Paper copies shall be

retained for reference purposes only

Depariment of Public Works 2™ Floor

Number  ° {0 Monthis) Mﬂar(s)
13. Curren! Location(s)  (Bldg., Flogr, Roam) 14, |3 Record Series Duplicaled Elsewhara? (If ves. specify agency or offica.)
Oves b :

15, Access Restrictions£|f Yes, cile Law(s) & Regulalion(s}
O ves @z:

16. Audil Requiraments

O Mene @élam [ Federat E]/n;epsndent

17. 13 an Index Syslem used? If yas, expfaln briafty and describe requitements

at the Dept. of Public works building, Entries are by
tocation and topic.

i#fes  [Owo Archival Locator indexing syslem located

18. Recommended Retention

Scan to MSA standards and transfar image 10 MSA five (5)
years following project completion. Paper copies shall be
relained for reference purposes only.

19. Name and Title eparer

Records Malta ent m

410-228-4020

20. Telephone Number- | 21. Date

s 01T

DGS 5504 {Rev. 193}




Instruclions -Type or Print a separate form for
each new or revised record series. Forward
with Records Retention Schedule (DGS 550-1}

DEPARTMENT OF GENERAL SERVICES

AGENCY RECORDS INVENTORY

RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.Q. Box 275

Jessup, Maryland 20794

__36__

pace__ 20 or

1. Depariment/Agency 2. Division 3. Unit
City of Cambridge
Cambridge, Maryland Administration

purposes.

DEFINITION; RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition

4. Record Series Title

Subdivision Plats and Site Plans

9. Earliest Year/Latesi Year

_ 1975 to__ Present

series.) Subdivision Plats and Site Plans ltem # 15.

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the

7. Record Series Format(s)  List all

m@'Size [ Microfitm
Aﬂl Size [} Computer Tapa

[0 Audio Tape  [] Floppy Disk

[J Bound Beak [ Video Tape

%ef {specify) Computer

8 Recard Series Sequence

[ Alphabetical

Bﬁnerical
%onclogical

[ Geographical

O Other {specity)

9. Volume

_ 30 Rolls @ 24" x 36” each___

Number

E(lel)tawer(s)

O Micrafilm Reel(s)
O Computer Tape(s)
O Other (specity)

10. Annual Accumulaltion

_3Rolls__

Number

ﬁ Drawer(s)

D Micrafilm Reel{s)
D Computer Tape(s)
[ Other {specify}

11. File is Used

m{nmhly Eﬁma"v

[] Daily

[0 weekty

12. File Becomes Inactive After

Approved plats are retained permanently in the Circuit

Court for Dorchester County. Copies shall be retained in

the City’s files for reference purposes only__

Numbe+

ﬁa‘cearm

O month(s)

13. Currenl Localion(s)

City Hall and Dept. of Public Works 1%t Floor

(BKig., Floor, Room)

O ves

14. 15 Record Serilegsyplicaled Elsewhere? (If yes, specily agency or office.)
No

15. Access Restictions (I Yes, cite Law(s) & Regulation(s)
|E No

D Yes

16. Audii Requiremenis

[ Nene [Jswte [ Federal Jependenl

17, Is an fngex Syslem used? If yes, explain briefly and describe requirements

are by location and topic.

es  [JnoArchival Locator indexing system located
at the City Hall and Dept. of Public Works buildings. Entries

18. Recommended Retention

Approved plats are retained permanently in the Circuit Court
for Dorchester County. Copies shall be retained in the City’s
files far reference purposes only.

19. Name and Title of P

Records Managem

20. Telephone Number

410-228-4020

21. Date

o

DGS 550-4 (Rav. 1/93)




" Instructions ~Type or Prift a separate form for
each new or revised record series. Forward
with Records Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275
Jassup, Marytand 20794

AGENCY RECORDS INVENTORY

PAGE m2_1___, oF __@W

Cambridge, Maryland

A40-TRO-1630
1. DepartmentAgency 2. Division A 3. Unit
City of Cambridge

Administration

DEFINITION: RéGORD SERIES: A‘group of refaled records normally fiied and used asa unit for reference as well as retention and dispositioﬁ

PUrposes.
4. Record Series Title 5. Earliest Year/Latest Year ‘
Board of Appeals files e 1990 to__Present

series.) Board of Appeals files Item # 16.

T

6. Record Series Description (Briefly describe the types of information/documenisiforms found in the series. Includa the purpose or function of the

\ .

7. Recard Serins Formal(s) th-n al
[ﬂ‘(e!ler Sza [ Micrafim
E?éqsl size  [[] Computer Taps

1 Floppy Disk

[ Audio Taps

[1 Bound Book [ video Tape

fomer spacity . Computer.____

[ Aphabetical

a Nmaﬁm

@c/:mnnlnginm

0] Geographical

8. Record Serles Sequence

] Other tapacity) ____

9. Volume .
.5 Boxes @ 1Cu. Ft.each

Num.har

849 Crawer(s) )

O Microfitm Reat(s)
[ Computor Tapels)
[ Grner (specity),

10. Annual Accumulation
A2Box

Numbar

ﬂé& Orowes(s)

[ Microim Reetis)
[} computar Tapets)
[ Cther (spacify)

1. File is Used

) oaity [ weeky [g/mnmly Eﬂnnua&vy

12. File Becomes Inaclive Afier

.Permanent. Scan to MSA standards, retain electronic

image for § years, and then transfer to MSA. Paper shall

remain in the City’s file for reference purposes only
] Momihis} m‘(amis)

Number

13, Cumrent Locationfa)  (Bidg., Floor, Room)

City Hall 1st Floor

14. is Record Seﬂ?xﬁcated Elsowhara? {f yes, spacify agéncy or tifice.)

0 Yes

15. Accens Restrictions !l Yas, ¢ibe Law({s) & Regulation{s)
Oves ¥ z

15. Audil Requiraments

[ none Q{late [ Federe: Eﬂ‘ifdapeﬂdam

17. Iz enipdex Syslem used? If yas, explain briefly snd describe requirements
md; O ne Archival Locator indexing system located

at the City Hall building. Entrles are by location and topic.

18. Recommended Relenlion

Permanent. Scan to MSA standards, retain electronic image
for five (5) years, ihen transfer to MSA. Paper shall remain in
the City's file for reference purposes only.

' Records

20. Telephone Number

410-228-4020

21.Date N
////5 2019

DGS 5504 (Rev. 192)



instructions -Type or Print a separate form for
each new or revised record series. Forward
with Records Retention Schedule {DGS 550-1)

DEPARTMENT OF GENERAL SERVICES AGENCY RECOROS INVENTORY .
RECORDS MANAGEMENT DIVISION :
7275 Waterloo Road, P.O. Box 275

Jessup, Maryland 20794 pace _22___or _ 36
410-799-1930

1. Department/Agency
City of Cambridge
Cambridge, Maryland

2. Division 3. Unit

Administration

_purposes.

DEFINITION: RECORD SERIES: A group of related recards normally filed and used as a unit for reference as well as retention and disposition

4, Record Series Tille

Request for Quotations/Invitations to Bid

5. Earliest Year/Lates\ Year

1990 o Present

6. Record Series Description (Briefly describe the types of information/docurnents/forms found in the series. Include the purpose or function of the
series.) Request for Quotations/Invitations to Bid to include bid specifications, drawings, advertisements, contract

documents, and associated documents (tem # 17.

7. Record Series Format(s) List all

@Qer Size [ Microfim
%al Size  [JComputer Tape

[J Audio Tape [} Floppy Disk

[ Bound Book [ Video Tape

mér (spacily)___Com pu ter

8. Record Series Sequence 9. Valume
X 1 . Ft.

1 Aiphabetical __8Boxes @ 1 Cu. Ft each :

Number !

m:mefica!
ite Drawer{s)
méonclogicm [ Microfilim Reelis)

[] Computer Tape(s)

[ Geographical [ Other tspecity).

[ other (specify) 10, Annual Accumulation
_1Box___. '
Number

[?élrawer(s)

[0 Micrafitm Reel(s)
(7] Camputer Tape(s)
[ Other (specity),

11, File is Used

] oaiy E}‘@ y IB4 by II% naslly __Scan paper to MSA standards, then destroy. Retain

12. File Bacomes nactive After

electronic image in office for 10 years after contract

completion or per audit requirements, then destroy

City Hall 1t Floor

Numbar [ menin(s} MEar(s)
13. Current Lacalion{s) (Bida., Floor, Rocm) 14. Is Record Seres Duplicaled Eisewhere? {If yes, specily agency or office.}
3 ves o

15. Access Reslrictions {If Yes, cile Law(s) & Regulation(s)
O ¥Yes o

16. Audit Requirements

[ None Eéﬂe E]Federal %&pendent

17. s an Ipdex System usad? If yes, explain briefly and describe requirements 18. Recommended Retention
ves  [InoArchival Locator indexing system located

at the City Hall building. Entries are by location and topic.

Scan paper to MSA standards, then destroy. Retain electronic
image in office for ten (10) years after contract completion or

per audit requirements, whichever is later, then destroy.

20. Telephone Number | 21. Date

\ 7/// 18/9

410-228-4020

DGS 550-4 (Rev. 193







